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INSTHUCTIONS Sea Pﬁblléatcon No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, Atlanta Georgu 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address FQR RECORDS MANAGEMENT USE

Application Date Department of Education ' Application Number
‘| office of Vocational Education - %8‘ — | ‘ \ - H
Apblicution Nurﬁbor Digi;;'gntogeggg:am Development and Date Recavead 1935 Date Completed
uppor c ;
_ < 1762 Twin Towers East i . APR UL 0 3 1085
2. Parson to Contact Atlanta, Georgia 30334 Working Title _ Telephone Number
Barbara F, Landay Senior Research Specialist 656-3435 ]

3. Action Requestsd
a. @ Estabiish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; ng further accumulation anticipated. '
¢, K Amend Application No. ﬁ.l_”]__' _ Check One: X Change; [ Supercede; O Void

1 4. Datas of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest :

1977 | To Date Vocational Planning and Operations Statistical Publiications Files
6. Division and Office Function What is the function of the Division and the Off;ce in whlch this record series ts created?

The Vocational Statistical Research and Reports Unit is responsible for compiling
statistics and providing data on vocational student enrollment in secondary and
postsecondary schools; staff development needs; manpower needs of business and

industry and employment opportunities generated by them; specific vocational education
programs required to meet identified needs; and other information for long and

short-range planning for vocational education programs. The unit disseminates information
to school systems, the public, and other Divisions within the Department and Office

of Vocational Education, and assists with other Division activitles as required.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if a;vy):
. Attach samples of the file.

Documents relating to:  ¢onhi1ing enrollment, graduate follow-up, staff and other vocational

statistical data from HIS conputer system for summary publications.

Included are: Published statistical reports and computer tapes relating to job opportunity
forecasts in various vocational fields, present and projected enrollments,
follow-up data on job placement experiences of students completing :
vocational education programs, staff/faculty data, and other related topics.

File is arranged: Chronologically by Fiscal Year in which report was published.

8. Monthiv Reference Rate . How often are records referred to which are:

: -
One to six months old _ﬂ_ Seven to twelve months old_,iez__ Thirteen to twenty-four months old _Q___;
twenty-five months and older X ___? -

9. Annual Rate of Accumulation of Records .
Letter-size drawers __1_[_8_____ Legal size drawers _.____ﬂ___, Shelves ________ ___; Other [specify)

4
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lf not \Jhere is rt?

X b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

X c. Is this a vital record?

X d. Does this series have historical or long term research value?

N/A e. When one or two documents in the file make it necessary to keep the entire file for a 'long penod couid these

docy_memmmmlv?

A

>

g. Is the information contalned in thls series ever analyzed and/or reeorded in a summarized report?
If yes, attach copy,

h, Is there a duplication of this series in your office, or in another office or agencv?

X If ves, where?

X i.Is this series for 2 major portion of it} regularly microfilmed?

X i. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept: &

PR
a. State Law . years. 4. Audit mrioé!g R

b, Statute of limitation years, e. Administrative need 5

¢. Federal law 5 years. f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

PL. @3-380, Sec. 510, Sec. H34 (o)1)

years.
years.
years.

12. Approvéd Disposition Instructions  This agency recommends that the file series be cut off at the end of each:

B Hold in the current filesarea ____month(s) ____2 ____ year{s}: then
[0 Transfer to local holdingarea; hold ______year(s}; then

O Transfer to State Records Center;hold —______ _ year(s); then

O Destroy. :

@ Transfer to State Archives for permanent retention,

B Other (Specify)

@ Hold computer tapes in data center for 5 years; then erase;and reuse.,

1

OFFICE REFERENCE éOPIES: Hold in current files area
until no longer needed for reference; then destroy.

These instructions apply to ali prior and future accumulations of the series.

RECORD COPY: O Calendar Year; 8 Fiscal Year; O Other then,

en ad/Designee_{Signature) Date Records Management Officer (Signature)

State Records Commmae (Signature)

//)% MW 2 /Z/@/ &Mm (32‘3‘22?0@ %j’/ /0%

Recommendations in para-

graph 12 are approved. State Auditor/Designee "%/ m ’/2. 8y

{If disapproved, attach letter _ - .
of explanation.) Secretary of State/Designee MM\,\ d 1 lﬁ s

+

. LA

: , f—4 3
| Attorney General/Designee 7/% ﬁZf d
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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and HlstOI'V, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
- Attention: Scheduling Section. :

FOR AGENCY USE 1. Agency Address s : FOR RECORDS MANAGEMENT USE
Application Date ) : Department of Education Application Number ’
‘ Office of Vocational Education 8\ - | \ \
Application Number Dl"ijlgn of Zocat;qnai Siat; Ela“ninﬁ  Date Received Date Completed
an perations-5tatistica esearc Trn ; '
336 State Office Building FEB 1___2__'981 l FEB 1 8 1981____

2. Person to Contact Atlanta , Georgia Working Title Telephone Number

L_BRarbara F. lLanday S \MMarch Specialist . . £56=3435 . |

3. Action Requested .
a. [@ Establish Retention Schedule; record WI|| continue to accumulate,

b. [ Dispose of present accumulation; no further accumulation anticipated,

c. [J Amend ApplicationNo. . Check One: [J Change; [ Supercede; 0O Void
4. Dates of Series 5. Records Series Title (fol/lowed by title used in office, if different)
Earliest . Latest

. 1977 | To Date Yacational _and. 0 erations _Statistical Puhlications Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Vocational Statistical Research and Reports Unit is responsible for compiling
statistics and providing data on vocatiomal student enrollment in secondary and
postsecondary schools; staff development needs; manpower needs of business and

industry and employment opprotunities generated by them; specific vocational education
programs required to meet identified needs; and other information for long and

short-range planning for vocational education programs. The unit disseminates infor tion
to school systems, the public, and other Divisions within the Department and Office

of Vocational Education, and assists with other Division activities as required.

7. Record Senes Descriptnon i Thlsflle contains the followmg documents (mcfude form numbers and titles, if any):
Attach samples of the file,

Documents relating to: Compiling enrollment, graduate follow-up, staff and other vocational

statistical data from MIS computer system for summary publications,
includedare:  p ) jghed statistical reports relating to job opportunity forecasts in
various vocational fields, present and projected enrollments, follow-up
data on job placement experiences of students completing vocational education
programs, staff/faculty data, and other related topics.

File is arranged:

Chronologicai ly by Fiscal Year in which report was published, N
8. ™ Monthly Reference Rate How often are records referred to which are: T T T
One to 'six months old ___ : Seven to twelve months old_____.___; Thirteen to twenty-four monthsold . __;

——?

;wenty-flve_months and older”

9. Annual Rate of Accumulation of Records

Letter-size drawers 1/ Sﬁ% Legal-size drawers = ___; Shelves . ...; Other {specify)

AR—_50_71; Rev. 76 ) . {Over)



YES | NO -10 Questionnaire  (Place an X" in the proper column)

a, Is this the official copy of the series? : RN
X : ___ ¥ not, where is it? o
X b Does the series contain confidential mformatlon requiring security handlmg? |f yes, r'g‘te law or regulation.
X| ¢ Isthisa vital record? - ﬁv* S
X d Does this series have historical or long term research value? Record copy has permanent value.

1 e. When one or two documents in the file make it necassary to keep the entire file for a long period, could these
N/A _____ documents be scheduled separately?

X f. Is the information contained in this series ever published? _If yes, a ttach copy, These are published reports.
s {he m“ormatuon contained in this series ever analyzed and/or recorded in a summarized report?
X If ves. attach copy. _ These are published reports.
1 . Is there a duplucatlon of this series in your office, or in another office or agency?
X If ves, where? - _— B — ]
X| _i._Is this series for a maior portion of it) regulgrly microfiimed? - iF
X | _j. Does the record series result in a er print Publications contain data abstracte rom :
. | es the r rie in a computer printout? computer printouts. et S
11. Retention Requirements The following requires the series to be kept:
a. State Law - _.._years, d. Audit period _ years,
b. Statute of limitation years. e. Administrative need —_— =0 - years.
C. Federal law — e e ___Years, "~ f. Federal retention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need.
Record copy not needed for reference since reference copies are available.
12. Appfoved Disposition Instructions This agencv recommends that th the file series be cut off at the end of each: -
Recorp Copy: DO Calendar Year; Flscal Year; 0 Other .. _ .. then, .
[ Hold in the current files area .. ___month (s}

year(s}; then ‘ . = s
0 Transfer to local holding area; hold year(s); then ' '
O Transfer to State Records Center; hold _________ year(s); then
O Destroy.

Transfer to State Archives for permanent retention. .

O Other {Specify) ‘

OFFicE ng_EgRche Corices : HoH:‘,;r', current H#ilea area
unbil no longer needed for reference; then des‘i‘roy-

LT S . B A TN |
N . f H

These instructions apply to all prior and future accumulations of the series.

Date ‘| Records Managefnent Officer (Signature) l ___Q_ate:ﬁ

2o fo) | Uoth X Bongorclis, | 2-5-8)

NN State Records Com ee /Signamm) | Déte _
Recommendations in para- -
graph 12 are approved. §tate Auditor/Designee J—M ' )- "/ L/FI

{If disapproved, attach letter "
of explanation.) ~ Secret%tatemesignee GW—-‘Q—Q— QLA.AJL | —R=13- Z)

Attorney General/Designee / %{ ( W . 2/ / ‘?/

AR—50—71; Rev, 76 - TReverss Side)




